
Copy & Pasting
Tutorial #9

Copy & Pasting is when you transfer one object from one location to a different location. Here are a 
few things that copy & pasting makes easy:

● Transferring a file/folder/image to a different location
● Transferring information found on the Internet to a word processor document
● Transferring a link of a web to an Internet browser

**Plagiarism is a serious offense and is not taken lightly. If  you choose to copy and 
paste information, make sure that it is for personal use only. 

Copying & Pasting from Internet to Word
There are many different reasons for copy and pasting information. To copy and paste information from 
the Internet to a word document you must:

(1) Open any word document on your computer (ex. OpenOffice and Microsoft Word)
(2) Open the Internet Browser to find information 
(3) When you find information you must left click and drag your mouse across the desired 

information. The Information will be highlighted.

(4) Right click on the highlighted information (make sure it stays highlighted)

(5) Left click on “copy”
(6) Open the word document 
(7) Right click in the blank space and select “paste”



Saving Internet Images
**Copyright photos can only be used in a publication unless you get consent from the 
creator. If  you wish to use a photograph in a publication, contact the website 
administrator. 

If you find a photograph you wish to save you:

(1) Right click on the image
(2) Left click on “Save Image As...”
(3) Choose the desired location and re-name the file
(4) Left click on “save”

Printing Documents from Websites 
To print a document from a word processor or the Internet you must:

(1) Left click on “file”
(2) Left click on “print” 
(3) Choose the “print range” and “copies”
(4) Left click on “OK”


